
JOB TITLE: Project Assistant

REPORTS TO: Operations Manager

EXEMPTION STATUS: Exempt

GRADE/SALARY:

DEPARTMENT:

LAST UPDATED: February 14, 2012

PURPOSE

The purpose of this Job Description is to establish and define the authority, accountability,
reporting relationships, responsibilities, duties, and measures of performance of the Project
Assistant of ___________________.

BASIC FUNCTION
The basic function of the Project Assistant is to assist the build team in all phases of project
delivery as it is related to clerical and customer service needs in a timely, accurate, and efficient
manner.

CHARACTERISTIC DUTIES AND RESPONSIBILITIES
Estimating:

 Obtain plans / specifications as directed. Create job files and send out notices of bid.
 Review spec book for pre-bid meetings, pre-qualification requirements (complete as

needed), insurance (send information to insurance company for review and policy
compliance), bond requirements (request bid bond and/or performance bond), owner
contract and any special bid instructions or requirements.

 Assemble and complete all bid documents, obtain signatures for bids to be delivered.
 Deliver bid if needed.
 Prepare miscellaneous proposals for _________ divisions (flooring, demolition,

excavating, carpentry, roofing) and send as directed.
Contracts (Owner & Subcontract)

 Owner provided contracts: Review document, any items of concern review in-house with
appropriate personnel or submit to attorney for their review. Highlight any special
accounting procedure and HR requirements and submit to respective departments.

 _________ Provided Owner contracts: Prepare owner contract and distribute for
signature to owner within 24 hours of request.

 Obtain all signatures, insurance, bonds and any other required paperwork. Return copy to
Owner.

 Scan, copy and prepare in-house files of Owner contract for accounting department and
job file.

 Prepare and send subcontracts as provided by the Project Manager (within 24 hours of
request). Ensure that subcontract includes any special clauses or provisions as required in
the Owner contract.



 Track all subcontracts, insurance, W-9 and any other required paperwork. Contact
subcontractors if not returned in a timely manner or not meeting requirements.

 Scan, file all subcontracts and insurance. Transfer W-9 to accounting department.
 Update contract log daily and advise Project Manager of outstanding documents.

Change Orders:
 Prepare and send Owner change order requests.
 Track for signature and enter into accounting software. Submit any sub-related change

orders as necessary.
Insurance:

 Order ________ certificates, ensuring compliance for each project and provide copy to
Owner.

 Review all subcontract certificates to ensure compliant with requirements.
General:

 Set up pre-construction meeting with subcontractors at direction of Project Manager.
 Coordinate with architect and subcontractor on project details as requested by Project

Manager.
 Attend any meetings as necessary.
 Prepare and send out any documents requested by Project Managers as needed.

Close Out:
 Gather and prepare warranties for projects by substantial completion.
 Schedule, prepare for, and attend close-out meetings at direction of Project Manager.

Miscellaneous
 Continual follow up to ensure estimating and contractual paperwork is completed.
 Stay current with changing technology/tools and participate in educational/training

opportunities.
 Follow company policies and procedures.
 Perform job in a professional manner (appearance, language, behavior).
 Upholds the values and missions of ______________.
 All other duties as assigned.

JOB REQUIREMENTS
To perform this job successfully, an individual must be able to complete all areas outlined for
this position in a satisfactory manner. The requirements listed below are representative of the
knowledge, skills, and/or abilities necessary to meet the minimum job requirements of this
position. Reasonable accommodations may be made to enable individuals with disabilities to
perform these essential functions.

EDUCATION
 Required: High School Diploma or GED
 Preferred: Associates or Technical Degree

LICENSING/REGISTRATION/CERTIFICATION
 Required: Have and maintain valid Driver’s License with proof of insurance

according to company standards
 Required: Completion of OSHA 10 Hour certification within the first year of

employment.

EXPERIENCE



 Required: 1-2 years experience in construction industry or equivalent position

SKILLS, KNOWLEDGE, AND ABILITIES
 Knowledge of the general construction industry and the sub trades.
 Understanding of construction estimating techniques and standards.
 Ability and willingness to travel.
 Ability to communicate with Project Managers, Owners, Field Supervisors,

Architects, and Subcontractors.
 Ability to perform tasks and follow directions assigned by the President

(Operations Manager) accurately and within the specified timeframe.
 Ability to identify and troubleshoot problems before they become major issues.
 Ability to handle multiple tasks at the same time while maintaining attention to

detail.
 Ability to work independently or without much supervision.
 Ability to be assertive.
 Ability to meet deadlines.
 Ability to work in stressful situations.
 Knowledge of Microsoft Project software and Master Builder (or equivalent

applications).
 Knowledge of Microsoft Office Applications.
 Excellent written and verbal communication skills.
 Ability to interact with management.

PHYSICAL DEMANDS
These physical demands are representative of the physical requirements necessary for an
associate to successfully perform the essential functions of the Project Assistant’s job.
Reasonable accommodation can be made to enable people with disabilities to perform the
described essential functions of the job.

While performing the responsibilities of the Project Assistant’s job, the associate is required to
talk, hear, and see. The associate is often required to sit and use their hands and fingers, to handle
or feel and to manipulate keys on a keyboard. The associate is occasionally required to stand,
walk, reach with arms and hands, climb or balance, and to stoop, kneel, crouch or crawl. Must
have sufficient manual dexterity to be able to operate all office equipment including, but not
limited to: computers, fax machines, copy machines, and telephones.

WORK ENVIRONMENT
While performing the responsibilities of the job, these work environment characteristics are
representative of the environment the Project Assistant will encounter. Reasonable
accommodations may be made to enable people with disabilities to perform the essential
functions of the job.

While performing the duties of this job, the associate is occasionally exposed to moving
mechanical parts and vehicles. The employee is often required to travel to job sites. The work
environment is a typical office setting.

CONCLUSION



This job description is intended to convey information essential to understanding the scope of the
Project Assistant’s position and it is not intended to be an exhaustive list of skills, efforts, duties,
responsibilities or working conditions associated with the position.


